
ISSUED BY THE FLEET AND INDUSTRIAL SUPPLY CENTER
NORFOLK EAST COAST FAS TEAM SITES

MARCH 2000

Routing:  Supply_____   Contracts____ Buyers____   APC____  AO____     Cardholder____

SPRING IS HERE AND IT'S DD FORM 1057 TIME AGAIN

Please send your DD Form 1057, "MONTHLY CONTRACTING SUMMARY OF ACTIONS
$25,000 OR LESS" to your cognizant FAST office no later than 6 April 2000.  The reporting
period covers the first six months of this fiscal year.  This requirement does not apply to
activities that only have purchase card authority. Call your friendly procurement analyst if you
have any questions.  Please be prompt so that we do not have to call and ask for it.

PMR WITHOUT DOTTIE?

Dottie Ellen is retiring on 31 March 00 after 27 years in Government service.  That is hard to
imagine for many of us.  Dottie has been involved with the PMR/FAST staff for the past 19
years; first as a procurement analyst, then as the Director of the Norfolk detachment and finally
as the East Coast Director.  She will be sorely missed by all who were fortunate to know her.
However, we will continue to serve our customers in the spirit Dottie instilled in us and try not to
envy her too much!  Her retirement ceremony will be held at the Armed Forces Staff College,
Norfolk on 21 March.  You can contact any of the Norfolk analysts for information.
Reservations must be made by 15 March.  Joyce

COMMERCE BUSINESS DAILY (CBD) ANNOUNCEMENTS - NEW SPECIAL INTEREST
ITEM

This does not apply to purchase card only activities.  Eleanor Spector, past Director of Defense
Procurement, found in a study last year that there were problems with the accuracy, clarity, and
completeness of many announcements in the CBD.  The impact of which would be the risk of
not obtaining the "most vigorous possible competition for our requirements.  Ms. Spector's
Memorandum of 21 September 1999 provided several specific problems.  A copy of her letter is
enclosed in NAVSUP Policy letter 00-11 of 01 Feb 2000.  This is to advise you that, per that
policy letter, CBD announcements will be made a special interest item on all Procurement
Management Reviews. Dottie

THIS IS FOR YOU FOLKS WHO ONLY HAVE PURCHASE CARD AUTHORITY



I would like each of you to find your letter from FISC Norfolk that granted you your purchase
authority.  If you cannot find it please call your cognizant FAST office and they can fax you a
copy.  If your authority is for use of the Purchase Card up to $2,500 and nothing else, your
activity is limited to that amount.  Your APC is responsible for ensuring a six month review of
your purchase card program is performed and is also responsible for providing a report annually
to us, your cognizant FAST office.  I have directed all FAST sites to contact those of you who
have failed to send us the required reports and make arrangements for an analyst to pay you a
visit at your expense.  You cannot retain your authority without formal oversight.  We generally
do this in the form of a desk audit of your report.  Of course, if you do not send us a report, we
must pay you a visit.                    Dottie

                                             MANDATORY SCREENING REQUIREMENTS

All requirements must be screened for Federal Prison Industries (FPI) and the National Industries
for the Blind and Severely Handicapped (NIB/NISH) prior to purchase.  Using the purchase card
for micropurchases ($2,500 and less) is no exception.  We are all aware that certain office
products are managed by NIB/NISH but needing a box of pens now and then seems like too
small of an item to purchase directly from either of these industries.  The vendors listed below
sell NIB/NISH products through the toll free numbers listed on their web sites, not from their
commercial stores.  Therefore, an easy way to satisfy the NIB/NISH requirement is to check with
any of the vendors listed below.  Please let us know if you are aware of others.

  Adams Marketing                 1-800-322-6082  www.adams@adams marketing.com
  Boise Cascade                            1-888-505-3337  www//bcop.com
  BT Office Products                    1-800-759-4466 x8332     www.btopi.com
  (merged w/Corporate Express)
  Innovative Sales Brokers           1-800-283-1903   www.isbico.com
  Office Depot                               1-800-487-4585   www.officedepot.com
  Staples                                      1-888-212-7219  (no website)
                                                                                                                                               Marty

HOW CAN WE HELP YOU?

We think we have been giving you good customer service but we also believe it can always be
better.  Sometimes we are so busy looking at the trees that we forget to step back and take a look
at the forest.  We want your comments and you don't have to write a letter unless that is your
choice.  You can fax us or send an email.  Please send your comments to the attention of Debbie
Blakely and she will be sure to give them to the person in charge.  How can we help you do your
purchasing job better?  What about your purchase card program?  Are you able to reach us when
needed and do we get back to you fast enough?  All reasonable suggestions will be considered.
Of course, we cannot speak to numbers of personnel or grade levels at your activity.  We
sincerely care about you, our customer, and want you to feel comfortable contacting any member
of our team.  Please see our December Newsletter for a list of classes and FAST phone numbers.

                                                                                                                                      Dottie



SUSPENSION OF PURCHASE CARD ACCOUNTS

As of 01 January 2000 Citibank is required by DOD policy to suspend any billing account that is
more than 60 days delinquent.  This means that the accounts of all cardholders falling under that
billing official will be suspended.  Furthermore, accounts that reach 180 days past due will result
in the entire activity's account being suspended.  The APC should be contacted by Citibank
before any suspension takes place and Citibank must formally request a payment for all
undisputed amounts before a suspension may occur.

Waivers for Billing Officials with operational emergencies can be granted by NAVSUP on a
case-by-case basis.  Requests for waivers must be in writing and submitted to Albert Fanelli, at
the following email address: albert_j_fanelli@navsup.navy.mil or mail to him at

                         Commander, Naval Supply Systems Command
                         5450 Carlisle Pike
                         PO Box 2050, Code 21C
                         Mechanicsburg, PA 17055-0791

Requests for exemption should include a statement describing how the command will resolve the
account delinquencies.

Helpful hints for avoiding delinquencies such as the following are found in NAVSUP Policy
Letter PC-06 dated 06 DEC 99:

            -  Approving Officials will presume all transactions of cardholders are proper unless
notified to the contrary in writing by cardholders within five working days
            -  Use bulk funding if possible
            -  Use the pay and confirm process
            -  APCs should review payment actions suspended due to insufficient funds obligated
with the Resource Manager

Please note that interest charges on purchase card accounts are increasing and are being closely
monitored.  The bottom line is to process your invoices promptly.  Don't hesitate to call us if we
may be of any assistance in ensuring that your account stays current.

                                                                                  Susie

CAN YOU PAY FOR TRANSPORTATION WITH THE PURCHASE CARD?

NAVSUP POLICY LETTER PC00-12 states that GSA Contract GS-23F-9656D with FEDEX
now authorizes DON purchase cardholders to use their purchase card to ship items using the
FEDEX contract and obtain the GSA negotiated FEDEX rate when shipping "administrative"
small packages under 150 pounds.  "Administrative" shipments are generally defined as
shipments of materials consisting of items such as general correspondence, personnel/payroll
records, laboratory samples (except for samples paid for by the Service-wide transportation
(SWT) fund), electronic storage media such as computer tapes, floppy discs and videos,
blueprints or other legal, financial or contracting documents.



Activities wishing to establish new accounts or convert existing accounts to allow use of the
purchase card must call the Federal Express Government Customer Account Services at 1-800-
645-9424.

DON purchase cardholders are not authorized to use their purchase card to ship logistics
items or pay for cargo shipments except for emergency shipments where the activity or
base transportation officer is not available.  In those instances the purchase card may be used
for logistics shipments using locally available funds.                            Dottie

RECONCILING PURCHASE CARD ACCOUNTS

NAVSUP guidance on timeframes for reconciling purchase card accounts is very clear.  The
cardholder has until prior to the close of business of the fifth working day after receipt of the
invoice to identify to the Approving Official any discrepancies identified on his/her monthly
statement.  At the close of business of the fifth working day the AO must certify the monthly
invoice and forward it for payment.  It must be understood that there is no flexibility with this
time requirement.  Agency Program Coordinators (APCs) and AOs are responsible for
implementation of this policy.  Strict adherence to the time frames mandated above are required
in order for the department to improve the financial practices supporting the use of the purchase
card.

NAVSUP is working with Defense Finance and Accounting Service (DFAS) to collect metrics
on the amount of processing time it takes organizations from receipt of the purchase card invoice
until it is certified for payment.  Those metrics will be reported to ASN (FM&C) and
"organizations causing excessive interest penalties will be subject to the reallocation of
their resources to reimburse the DON prompt pay interest centrally managed account.
This reallocation will be reflected on your major command's current year operations and
maintenance fund authorization document." So, you need to put your money where you
mouth is.  We have repeatedly been told by many of you that the reason your accounts are
delinquent is because DFAS is not paying promptly.  Please protect your command by quickly
certifying within the five day limit.
For further details on this subject, refer to NAVSUP Policy letter PC00-02.                 Dottie                           

GOODBYE

Unfortunately, I have not met most of you.  That is the way it is when one leaves field work and
goes into supervision.  The best times of my 27 year Navy Career were when I was teaching
Small Purchase and COTR classes (now SAP and COR) and going out to the different activities
and meeting the folks in purchasing.  I met so many nice people who were dedicated to
supporting their command's mission and doing the job right.  It is those people who made my job
fun and, I believe, worthwhile.  Because I will be retired on 1 April 00 (hope there is no
significance to that day) this will be my final newsletter article.  As of printing time, I do not
know who will replace me as the East Coast Director.   I am retiring while still in good health so
I can go outside and play.  It has been my pleasure to serve you all these years and I wish each of
you success, happiness and good health.  Dottie




